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Before you start…

1. Log into your HMIS and change into the appropriate program
2. Be sure that all Program Touchpoints are completed!!  This information is needed 

for the Housing Inventory portion of the Census.

– Site Information – This is the physical location of the program, if it’s scattered 
site, indicate here.  The Geocode for Boston is 250282

– Project Descriptor Data Elements – all questions should be completed as there 
are options for N/A

• CoC Code for Boston is MA-500
• Start and End Dates  should correspond to the funding timeline for this 

program.  If N/A then use calendar year of January through December
• For Emergency Shelters you must complete the Tracking Method, 

otherwise your data will not be accurate.
– Bed and Unit Inventory Information – all questions should be completed, even 

if it’s zero.
• Units and Beds are always an issue.  On the individual side, the beds and 

units should match.  For families, the unit should be the number of 
“rooms” available and the beds are the number of people who could be 
in those rooms.  Example: 1 unit has a twin bed and bunk beds and unit 
2 has a double bed and crib.  The units are 2 and the beds are 6, 3 in unit 
1 and 3 in unit 2.

• The inventory start and end dates should match the dates in the Project 
Descriptor touchpoint.
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Basic Information
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� How to “Record Touchpoint(s)”:

Step 1: Click on 
Record Touchpoints

Step 2: Select HUD 
Assessment then complete 
touchpoint 

� How to “Add New Participant(s)”:

Step 1: Click on Add New 
Participant  the enrollment 
date and demographic 
information. 

Step 2: Enter date and 
complete demographics. 
Please note that this is just 
a portion of the page.



Basic Information
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� How to add clients to the Bed Register:

Step 1: Click on “Housing Check-
in” to access the bed register

Step 2: Click on “add participant to 1”  
to register to a bed 1. Continue these 
steps for the others.



ETO Reports
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Manage Data Pulls

Step 4: Click on 
Reporting to send 
data to the 
reporting site 

Step 3: Click “submit” to 
run the data pull

Step 1: Click on 
Manage HMIS 
Data Pulls 

Step 2: Click on create data pull 
then input the required 
information. PLEASE MAKE 
USE 1/27/2016 TO 1/27/2016 
FOR THE CENSUS DATES



Agency Dash Reports
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Step 1: Find the 
Missing Data Report Step 2: Enter report 

parameters here

Step 3: Click here to 
generate missing data report

Step 4: Click here to download 
missing data report shown 
above

Missing Data Report

Note: If any changes are needed, please make sure you go back 
to ETO to fix data and re-run a new data pull.
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Agency Dash Reports

Note: Check Data Quality 
here: SEE NEXT PAGE 
FOR DETAILED 
INFORMATION 

Step 4: Click here to download 
PIT - Project Level Report. See 
next page for details of this 
report.

Point In Time Reports - Project Level ReportStep 1: Find the PIT-
Project Level Report

Step 2: Enter report 
parameters here

Step 3: Generate Project 
Level Report here
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Note: Client information 
with missing data elements 

Note: Click here to 
export to excel

Note: Click here to download 
client information with missing 
data elements
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Agency Dash Reports

Point In Time Reports - Housing Inventory Chart

Step 2: Select report 
parameters here

Step 3: Click here 
to generate your 
Housing Inventory 
Report

Step 4: Click here to 
download your Housing 
Inventory Chart Report 

Step 1: Locate the 
Housing Inventory 
Chart Report 



ETO Reports
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Instructions on Retrieving CSV Files

Step 1: Click here 
to download your 
CSV files

Step 2: Click here to 
save your CSV files

Step 3: Highlight all 
CSV files, click 
extract all files then 
final click on extract.
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Step 4: Click here to 
open Client files

Step 5: Highlight 
these columns 

Step 6: Delete highlighted 
columns
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Step 9: Click on the bottom 
right corner of this cell then 
drag the cursor to the 
bottom of this table. 

Step 8: Title the 
new column “age” 
then enter this 
formula 

Step 7: Highlight this 
column, right click 
then click on insert

NOTE: CHECK COLUMN TO MAKE SURE IT IS IN 
NUMERIC FIELD. TO DO THIS, HIGHLIGHT COLUMN 
THEN RIGHT CLICK. AN OPTION BOX, FIND FORMAT 
CELLS THEN SELECT NUMBER.
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Step 10: Highlight age 
column, click copy then 
highlight again to paste 
numbers without formula

Step 11: Delete date 
of birth Column

Note: This is what the 
client table should look 
like once you are done
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Instructions on How to Zip Files

Step 1: Copy and 
Paste HIC and PIT 
PDF files into this 
folder

Step 2: Select all files in 
folder then right click then 
send to the compressed 
(zipped) folder

Step 3: Rename zip file. The 
zip file will have a folder 
with zipper next to it.  



Before you go…
• If you do not have Zip installed, you may check out a free version at www.winzip.comor 

www.7-zip.org

• Please be sure to Only Zip files together for one program.  Each program should be its own 
package.  Please Name your Zip Files “Agency Name – Program Name 2016”

• Once all your files have been zipped, please send via email to: Jennifer.flynn@boston.gov
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